RULES FOR KENNER
MUNI CI PAL FIRE & POLI CE Cl VIL SERVI CE

1.0 PURPGCSE: The purpose of this procedure is to establish

rules for organization of the KENNER CIVIL
SERVI CE BOARD

2.0 GENERAL RULES:

2.

1

The nenmbers of the Board shall neet and organi ze by
el ecting one of its nmenbers chairman. 1In case of a
vacancy in the office of chairman, the Board shal
el ect a new chai rman

The nenmbers of the Board shall neet and organi ze by

el ecting one of its nenbers vice-chairman. The
vice-chairman will assune the duties of the chairnman
in his absence. |In case of a vacancy in the office
of vice-chairman, the Board shall elect a new

vi ce-chai r man.

The Board shall neet for the transaction of any
civil service business at such place and ti me as nay
be specified by resolution of the Board and at such
ot her place and tinme as nay be fixed by the chairnman
who, when he calls a neeting, shall have tinely
notices of such neeting conveyed to the other
menmbers of the Board.

The Board shall not be bound by rules or order

evi dence, or procedure inits neetings, hearings, or
i nvestigations except such as it nmay itself
est abl i sh.

All neetings and hearings shall be open to the
publ i c except executive sessions.

The Board shall hold executive sessions upon a 2/3
vote by Board nenbers. Executive session are to be
attended only by Board nenbers, the secretary, the
state exam ner, and other invited at the pleasure of
t he Board.

When a rule is to be adopted, revised and/or
abolished then due notice shall be given for a
publ i c heari ng. Al'l other neetings and executive
sessions shall require due notice as required by the
amendnent and specified by these rules.

Four nenmbers shall constitute a quorum

Each Board nenber shall vote on each question and
the concurring vote of any three nmenbers shall be
sufficient for the decision of all matters to be
decided or transacted. Absence votes are not
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perm ssi bl e.

The

secretary of the board shall keep adequate

recprds and mnutes of its business and official
actions.

It shall be the duty of the Board:

(a)

(b)

(¢)

(d)

(e)

(f)

(9)

(h)

To represent the public interest in matters of

personnel adm nistrationin the fire and police
servi ces.

Advi se and assist the governing body, myor
conm ssi oner of public safety, and the chiefs
of the fire and police departnents, wth
reference to the establishment, maintenance and
I npr ovenment of per sonnel st andar ds and
adm nistration inthe fire and police services,
and the classified system

To conduct investigations on its own notion, or
t he application of any interested party, hold
public hearings whenever there is reason to
believe the amendnent or rules are being
vi ol ated or has been violated by any person or
departnment and to issue appropriate orders in
such cases.

Advi se and assi st enployees in the classified
services with reference to the maintenance,
i mprovenent and adm nistration of personnel
matters related to any individual or group of
enpl oyees.

Hear and pass upon matters which the mayor,
conm ssi oner of public safety, the chiefs of
the departnments and the state exam ner or
muni ci pal fire and police civil service bring
before it.

Make, alter, anend and pronulgate rules and
ot herwise provide for the establishnment,
mai nt enance, and i nprovenment of a civil service
system in the departnents of muni ci pal
government which by terns of the anendnent are
under the jurisdiction of the board.

To hear appeals from enpl oyees and ot hers who
claim their rights wunder these rules and
amendnment s.

Adopt and maintain a classification plan. And

allocate new positions and reallocate all
posi tions when warranted by a change in duties
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or a change in classification plan.

(i) Make reports to the governi ng body, either upon
its own nmotion or upon official request,
regardi ng general or speci al matters  of
personnel adm nistration in and for the | ocal
fire and police services, or with reference to
any appropriation mde by the governing body
for the expenses incidental to the operation of
t he board.

2.12 Anendnents to the rules shall be approved by the
board only after giving due notice and after hol di ng
a public hearing. Such anmendnents shall becone
effective wupon adoption by the board unless
ot herwi se specifically provided.

DUTI ES OF THE CHAI RMAN:

3.1 The chairman i s enpowered to act between neetings of
t he board on routine matters and any such action of
the chairman shall be reported to the board at its
next regular neeting and unless approved by the
board at such neeting shall term nate.

3.2 The chairman shall call a regular neeting at |east
once within each quarterly period of each cal endar
year.

3.3 The chairman shall call additional nmeeting, and

executive sessions after due notice, upon the
request of any two board nmenmbers or upon its own

initiative.

3.4 The chairman shall sign and cause all due notice to
be given as required by the anmendment and these
rul es.

3.5 The chai rman, subject to subsequent approval of the

board shall allocate each position in the classified
service to its appropriate class and reall ocate each
position to correct an error in its previous
al l ocation or because of a change in duties and
responsibilities.

CONDUCT OF HEARI NGS:

1.0 PURPGCSE: The purpose of this Civil Service Procedure is

to establish guidelines for the conduct of
Publ i ¢ Heari ngs.

2.0 GENERAL GUI DELI NES:
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Time and place of all hearing shall be established
by the Chairman of the Board. Menbers and affected
parties shall be notified by the Secretary (witten
or verbal)

A quorum is required at all hearings. A quorum
constitutes four nmenbers. AlIl notions, in order to
pass, must have three favorable votes (other-w se,
the motion fails)

Al l hearings shall have an informal format with all
members taking an active part in the informtion
gathering activities

Al l nmembers shall remain open and unbi ased in order
that a full extent of the Louisiana Civil Service
Law i s uphel d

The Board shall subpoena all w tnesses requested by
t he Appointing Authority and/or the nmenbers of the
classified service

The Board is responsi ble to determ ne whet her or not
any personnel action was done with just cause and
with good faith

Appeal s to the Board: An appeal may be made to the
Board by:

(a) Any person in the classified service who
al l eges that he or she has been discrimnated
agai nst or subjected to any discrimnatory
action for political or religious reasons or
because of this political or religious opinion
or affiliations.

(b) Any person in the classified service who,
havi ng acqui red permanent civil service status,
all eges that he has been denoted, dism ssed,
di scrim nated against, or subjected to any
corrective or disciplinary action contrary to
any provision of the Anendment or of the Rul es
of this Board.

(c) Any person in the classified service who
al | eges that he has been deprived of any right,
di scrim nated agai nst or adversely affected by
the violation of any provision of the Arendnent
of any Rule of this Board

(d) Any person who alleges that he has been
di scrimnated against by the allocation or
real |l ocation of a position to a class, or by
the Classification Plan or any change thereof.
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(e) Any person who shall have applied for or been
exam ned for the classified service, wthout
havi ng acquired permanent status therein, and
who al l eges discrimnation in the review of his
application, admssion to an exam nation,
scoring of an exam nation, the establishment of
an eligibility list, or certification
t herefrom

(f) Any person expressly granted the right to
appeal to this Board by Anmendnent or by any
Rul e of the Board.

Request for Appeal:

An appeal shall be applied for by witten notice
giving a clear and concise statenent of the action
conpl ai ned against, with the date it occurred or
t hat appellant |earned thereof, the basis of the
appeal, and the relief sought. It nust be signed by
t he appellant or his counsel and nmust give the full
name and post office address of the appellant and of
his counsel, if any.

Del ay for Making Appeal:

2.9.1 No appeal shall be effective unless notice
there of is filed with the Board or its
secretary within fifteen (15) days
following the action conpl ained against,
or within fifteen (15) days follow ng
appel lant's know edge thereof, or where
written notice is given of an action to be
t hereafter effective, within the fifteen
(15) days follow ng the date on which such
notice is given.

2.9.2 The Chairman shall cause the date of
filing to be noted on each notice of
appeal . An appeal shall be docketed in

the order filed.
Summary Di sm ssal of Appeal:

Wthin ten (10) days after the docketing of an
appeal a witten request for its summary di sm ssal
may be filed by the Authority or person against
whose action the appeal has been taken, on any of
the follow ng grounds, provided no controversy is
I nvol ved in the question:

(a) That the Board |lacks jurisdiction of the
subject matter.
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(b) That the appellant has no legal right to an
appeal .

(c) That the appeal has not been made in the manner
prescribe or within the tinme fixed by these
rul es.

(d) That a decision on the mnmerits would be

I nef f ect ual .

Al l such request my be supported by witten
argument or brief. Before filing such request
or brief service of a copy thereof on appell ant
of counsel, together with the date of such
service.

If the Board denies the request or refers it to the
merits, it may reconsider the sane at any tinme until
final disposition of the appeal.

When t he Board di sm sses an appeal sunmarily whet her
on request or otherw se, the secretary shall notify
the parties giving the findings of the Board.

An appellant may w thdraw or abandon his appeal at

any time by filing witten notice such as his
desire. The docketing of such notice shal

constitute summary and final disposition of such
appeal . The secretary shall pronptly notify all

adverse parties of such di sm ssal.
Assi gni ng Cases for Hearing:

The Board shall fix the tinme and place for the
heari ng of appeals and, as far as practicable, shall
fix themin the order in which docketed, provided
that, for good cause shown, the Board or its
Chai rman, or any menber of the Board if the Chairman
be absent or unavail able, nay upset any fixing and
may either relegate the case for refixing the foot
of the docket or give it a special assignment both
as to tine and pl ace.

Pl ace of Hearing:

Al l appeals before the Board shall be heard in a
conveni ent place, accessible to the public, unless
the interest of the Miunicipality or of any
departnment thereof, or the location of parties and
w t nesses, or the end of justice, would appear to
require that the hearing be held in any other
convenient place in the State, accessible to the
publ i c.

KN 04-28-97



Rul es

.13

.14

.15

page 7 of 22

Noti ce of Hearing:

The secretary shall give the enployee and the
appoi nting authority or person agai nst whose action
t he appeal has been taken a notice of the tine and
place fixed for the hearing or the taking of
testinony at |east ten (10) cal endar days prior to
the date fixed; provided, that by consent of all
parties and the Board said notice and delay may be
wai ved and the appeal may be heard or the testinmony
taken at any tine agreeable to the parties.

Cont i nuances:

(a) Appeals fixed for hearing and not reached shall
be refixed by preference over any appeal
subsequent |y docket ed.

(b) Appeals fixed for hearing nmay be continued by
consent of all parties, but shall be rel egated
to the foot of the docket for refixing. The

Board shall exercise its discretion in
determ ning whether the appellant shall be
conpensated for lost time, if his appeal be

finally sustained, for that portion of the tinme
| ost by reason of the continuance.

(c) Continuance for cause deenmed sufficient by the
Board may be granted or ordered by the Board,
wi t hout prejudice to appellant. Any case for
cause shall be specially assigned for hearing
at the earliest conveni ent date.

Procedure at Heari ng:
2.15.1 Al l hearings shall be open to the public.

2.15.2 Parties shall have the right, but shall
not be required to be represented by

counsel . Any such counsel my be duly
licensed to practice law or may be any
person inside or out side  of t he

cl assified service.

2.15.3 The burden of proof as to the facts shall
be on the plaintiff in every appeal, and
he shall be required to open the case.

2.15. 4 Each person shall take the foll owi ng oath
prior to testifying, "I , do
solemmly swear and affirm to tell the
truth, the whole truth, and nothing but
the truth so help nme God."
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Affidavits or ex-parte statenments shall
not be received except by consent of all
parties, wunless introduced to refresh
menmory or discredit a w tness.

Al'l person presenting testinmony shall be
subj ect to cross-exam nati on.

The Board may require that the parties
stipulate all undi sputed facts.

The Board may [imt corroborative
testinonial proof.

In all matters not provided for in these
Rul es, hearings and the taking of
testinony shall be conducted in any manner
acceptable to the Board.

Subpoena of W tnesses, Production of Docunents.

2.16.1

2.16. 2

2.16.3

2.16.4

The Board, and each of its nenbers, shall
have power to order the appearance of
wi tnesses and conpel the production of
books, papers pertinent to the issues
involved in any appeal, provided such
wi t nesses and such books and papers are
within the State.

Any party desiring the issuance of a
subpoena for any witness at any hearing
must apply for it in witing at |east five
(5) days before the date fixed for the
heari ng and nust give the name and address
of the witness to whomthe subpoena is to
be directed. Should a party request nore
than five (5) subpoenas to be issued, that
party, either the appellant or the
appoi nting authority, needs to provide a
written reason why nore than five (5)
subpoenas need to be issued and a witten
detail ed statenment as to what each w tness
is expected to testify to before the board
will 1ssue any subpoenas.

In lieu of the issuance and service of
formal subpoena to classified enployees
any nmenber of the Board may direct any
Appoi nting Aut hority to or der any
desi gnat ed enpl oyee under his supervision
to attend any heari ng.

Any party desiring the production of books
or papers at any hearing nust apply for an
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appropriate order in witing at |east five
days before that fixed for the hearing.
Such application nust describe the books
or papers to be produced in sufficient
detail for identification, nust give ful
name and address of the person required to
make such producti on.

(a) The appointing authority and/or
appel lant shall notify the civil service
board of all personnel by nanme in the
classified service who are involved in
personnel action wthin five (5) days
after the request for a hearing has been
granted by the civil service board.

(b) If both parties are represented by
counsel, all parties shall confer prior to
the hearing to identify those w tnesses,
by name, that shall be subpoenaed and to
review any docunents that will be sought
for introduction at the hearing.

Parties shall mark all documents for
identification, state whether any of the
parties have any objections to its
adm ssion and the grounds  of sai d
obj ecti ons, and to arrive at any

stipulation that woul d expedite the
hearing. This nmeeting is not necessary if
appellant is representing hinself.

Aut hentic copies of books, records, and
papers or other docunents in the custody
of any departnent, board or agency of the
State or any agency of the State or any
subdi vi si on of thereof which evidence with
the same effect as the originals, but if
original records are subpoenaed they nust
be produced and made available for
i nspection even though authentic copies
may be subsequently introduced.

The abuse of the privilege to require the
att endance of witnesses or the production
of books and papers shall be deened a
violation of these rules and the person
responsi ble for the abuse may or may not
be disciplined at the discretion of the
Boar d.

for Non- Appear ance.

If the appellant fails to appear at the
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pl ace and time fixed for any hearing, his
appeal may be dism ssed or the Board may
in its discretion continue the case or
proceed with the hearing and render its
deci sion upon such evidence as may be
adduced at the hearing.

2.17.2 If the authority or person agai nst whose
action the appeal has been taken fails to
appear at the place and tinme fixed for any
hearing, the Board nmay proceed with the
hearing and the appeal shall be decided
upon such evidence as nmay be adduced at
t he heari ng.

2.17.3 Not hing herein shall be construed to
prevent the Board from upsetting any
fixing upon tinmely application and for
good cause.

Consol i dati on:

When two or nore appeals involve comopn questi ons of
| aw or fact, the Board may order a joint hearing of
any or all the matters in issue in the appeals to
consol i dat ed.

Refusal to Appear, Refusal to Testify; Fal se
Testi nony:

2.19.1 Any officer or enployee in the classified
service who wilfully refuses or fails to
appear to testify or answer any question

pertinent to t he matters under
consideration shall forfeit his office or
position and shall not be eligible

t hereafter for appointment to any position
in the classified service for a period of
six (6) years.

2.19.2 Any officer or enployee required to
testify as herein authorized shall not be
subjected to any disciplinary action by
his appointing authority because of his
gi ving such testinony.

2.19.3 Any person who wilfully fails to appear in
response to a subpoena or to answer any
questions or produce any books or papers
pertinent to any hearing before the Board
or a referee, or who know ngly gives fal se
testinmony therein shall be subject to the
penalties provided in the Articles XV,
Section 15.1 of the Constitution of the
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St ate.
Cost of Appeal s:

The Board may, in its discretion, order the costs of
any hearing or appeal, or any portion of such cost
of recording and transcribing testinony, to be paid
by or charged to the Departnent agai nst whose action
the appeal is taken or hearing granted.

Board Action on Appeal:

If the Board after any hearing orders a dism ssed or
suspended enpl oyee reinstated, it may reinstate such
enpl oyee under conditions as it deenms proper and
subject to full pay for |ost tine.

Hearing - Personnel Action

3.1

The Board shall call a hearing whenever a regular
and pernmanent enployee request a hearing resulting
froma violation of the Rules and Regul ati ons of the
Applicable Departnment or R S. 33:2500. The neeting
shall be scheduled within thirty (30) days of
written notice of appeals allowing a m ninmumof ten

(10) days notice for enployee preparation. The
Board shall verify that all appeals are tinmely
filed.

The Hearing shall be isolated to specific incident
as stated in the Personnel Action. (Tine, Place and
Per sonnel .)

All witnesses who have been subpoenaed shall be
verified by a roll call and shall be sequestered
during the hearing. Exception shall be allowed for
the Chief of the Departnent and the principal
i nvesti gator of each Departnent.

The Appointing Authority shall have the burden of
proof to show that the enployee violated the
Departnent's rules and regulations, or revised
St at ue 33: 2500.

Each wi tness shall be duly sworn by the person
sel ected by the Board.

The conduct of hearing shall be Direct and Cross
exam nation of each w tness. The Chairman of the
Board shall be responsible for the conduct of
hearing and determ nation as the applicable and
acceptability of evidence to be presented.
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4.0 Hearing - Discrimnation

4.1 The Civil Service Board shall call a hearing
whenever a regular and permanent enpl oyee states to
the Board in witing that discrimnation has been
commtted by the Appointing Authority. The enpl oyee
is responsible for stating tinme and dates when the
di scrim nation occurred. (Statue 33:2489, 33:2471)

4.2 Hearing for discrimnation shall be informl and
shal |l introduce all evidence required to insure that
the enployee's City, State and Federal rights have
not been vi ol at ed.

*In order to run an orderly civil service board neeting, the
board will not tolerate any type of disorderly conduct such as
speaki ng out fromthe audi ence, being | oud, boisterous, any type
of interruption fromthe audience during a hearing or any type

of action that may seemunruly. This action will be deci ded by
t he board.

*Any civil service enployees that conduct thenselves in a
di sorderly fashion will be called up by name by the chairman or
any other menber in charge of the hearing, and he will be asked
to conduct hinmself in an orderly manner. |If he should continue
to disrupt the neeting, he will then be asked to |eave the

prem ses and to return at a later date for the board to
i nvestigate the possibility of disciplinary action to be taken
by the board. This investigation will be held within ten (10)
days, at which time the board will decide what course of action
will be taken.

GOVERNI NG PERSONNEL ACTI ON DI RECTED BY THE APPO NTI NG AUTHORI TY:

1.0 PURPGCSE: This procedure governs the action to be taken
by the Kenner Civil Service Board regarding the
adm ni stration of Personnel Actions directed by
t he Appointing Authority.

2.0 Procedure:

2.1 Al l Personnel Action shall be signed by the Chairnan
of the Board with a majority consent of the nenbers.

2.2 Per sonnel Acti on forns shal | be pr epar ed
i ndividually for each person and each incident.
Mul ti ple violation of Appointing Authority rul es and
regul ation, Civil Service Laws, City, State, or
Federal Laws that occur during an incident, nmay be
cited collectively or separately.

2.3 Di sciplinary Actions: Di sciplinary actions are
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denoti on, suspension, and di sm ssal

2.3.1 Personnel Action form shall state the:
(a) Person Involved
(b) Date and tine of alleged violation

(c) The violation

(d) Date the action was taken

2.3.2 The Civil Service Board shall notify the
person i nvol ved upon signing the personnel
action forms of his or her rights.

2.3.3 The Civil Service Board shall conduct a
hearing regarding the Personnel Action
either by a mgjority vote of the Board or
by request for by the affected individual.

The Board recognizes the following mlestones that nust be
followed by the Appointing Authority prior to submtting a
Di sciplinary Action type Personnel Action Form

ON THE JOB OCCURRENCES:

(a) The Appointing Authority shall notify the enployee
t hat a personnel action is being taken. Notify the
enpl oyee of tinme and place that the violation if the
occurrence was knowi ngly done to the Appointing
Aut hority.

(b) The Appointing Authority shall take action pronptly
after the investigation of the incident is conplete.
After the investigation is conplete the Appointing
Aut hority shall submt a Personnel Action during
Fifteen (15) days.

PUBLI C COMPLAI NTS:

(c) The Appointing Authority may investigate all public
conplaints against a menber of +the Classified
Service wi thout notification. The Board does not
recognize a time limt on such investigation.

(d) | f possible the Appointing Authority shall obtain a
written statenent from the enpl oyee concerning the
vi ol ati on.

(e) Establish a nanual consi sting of Rul es and
Regul ations of the Departnment (Fire or Police).
These rules and regulations shall be general in

nature and cover the conpl ete operation and conduct
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necessary for a functional departnment. Appointing
Authority will rmake the manual available to each
classified enployee and all wupdates shall be

distributed to each classified enployee in a tinely
manner .

Specific order required within the Departnment shall
be controlled by the Fire and Police Departnent.
The Board recogni zes the practice that: In order to
performthe job properly each individual nust obtain
t he "word" describing the job function.

Resi gnati on:

2.4.1 Per sonnel Acti on forns concerni ng
resignation shall contain:

(a) A witten notification of Resignation.
(Personnel who term nates enploynent in
the classified service wthout witten
noti ce of resignation shall be considered
as dismssed and the personnel action
shall be nodified to so state.)

2.4.1 The Board shall mai ntain a copy of
per sonnel action, written resignation
noti ce and jacket on file for a m ni num of
six (6) years. (R S. 44:36)

Provi si onal and substitute Appointnments:

2.5.1 Al'l Personnel Action form for either a
Pr ovi si onal or substitute appointnment
shall be approved by a mpjority vote of
t he Board.

2.5.1. It shall be the duty of the Board to
verify that the Provisional or Substitute
Appoi ntment i s proper.

Probati onal Appoi nt ment:

2.6.1 The Board shall verify that Probational
Appoi ntments are proper and that eligible
persons are appointed to the classified
service.

2.6.2 The Board shall verify that Probational
enpl oyees are nmade pernmanent enployees
after the working test period.

Leave of Absences:

2.7.1 Al l personnel action forms for |eave of
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absence shall be approved by a majority
vote of the Board.

2.7.2 Al'l request for Leave of Absence shall
neet the requirements of Civil Service
Law.

POLI TI CAL | NVOLVEMENT
1.0 DEFI NI TI ON:

1.1 Political Activities is defined as any assistance
given to a Political Oficial either in office or
prior to or during Political Canpaign.

1.2 Political Official is any person proposing to
actively engaged in a canpai gn or hol ding an el ected
office in the City of Kenner, Jefferson Parish,
State of Louisiana and the United States Government.

2.0 ACTIVITIES:

2.1 Active Menber: No nenmber of the Civil Service Board
shall engage in the followi ng Political Activities:

2.1.1 Provi ded personal or financial support to
a political candidate or an elected
of ficial.

2.1.2 Provi de space within any properties for

di splay of any political advertisenent.*

2.1.3 At t endance of Political Canpai gn
gat herings unless previously approved by
t he Board. Att endance of said Canpaign
gathering will be for the sole purpose to
obtain personal information on the issues
of particular political individual.

2.2 Proposed Menmbers: Proposed nenbers shall neet the
requi rements of no Political Activities six (6)
nonths prior to acceptance of menbership on the
Board as stated in the State Civil Service Laws.

3.0 REGULATION OF POLITI CAL ACTI VI TI ES:

3.1.1 The Civil Service Board shall conduct a public
hearing to deterni ne whether or not a menber of the
Board has conplied with +the extend of this
procedure, or the State Civil Service Laws.

3.2 Prospective Menber:
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3.2.1 Prior to acceptance to the Board, the
prospective nmenber shall sign a disclainer
stating that he/she has not been invol ved
in any political activities for six (6)
nont hs prior to being sworn in as a nmenber
of the Board.

Space is defined as Bunper Stickers, Yard Signs on any

properties owned by the Menber, House for political
gat herings, etc.

LEAVES OF ABSENCE

(St andard Procedure)

PURPOSE

The purpose of this standard procedure is to establish the
criteria for granting | eaves of absence within the police
and fire departnents and how | eaves of absence are to be
processed.

AUTHORI TY

Section 15.1 of Article XIV of the Constitution of 1952 of
the State of Louisiana, Section 15.1.27, page 28. Chi ef
must have first and initial justification for the | eave of
absence.

DEFI NI TI ONS
Work days are defined as for each departnent:

FI RE DEPARTMENT: Shall be established by the fire chief

based upon the tour of duty of each job classification. 1In
general, a work day shall be based upon twenty-four hours
per day and forty-eight hours per week.* For fire

suppression and other departnment personnel, an eight (8)
hour shift/day and forty (40) hours per week.

*Forty-eight (48) hours is an average of time worked per
week on a 24 - 48 hour basis.

POLI CE DEPARTMENT: Work day is one eight (8) hour shift

per day and forty (40) hours (5 days) per week according to
shift assignnments.

S| CKNESS: Sickness is illness to the enployee that
precl udes that enpl oyee fromperform ng his or her duties.
Sickness is also defined as that condition whereby nmenbers
of the immediate famly are hospitalized or subject to a
serious illness and the presence of the enployee is
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required during the hospitalization or to assist the

patient during this illness. The requirement for the
enpl oyee to be present nust be verified by the attending
physi ci an.

| NJURY: Damage or trauma which is sustained both on and
of f duty.

SICK LEAVE: (R S. 33:1995 & 33:2214) An enpl oyee shall be
granted sick leave for the normal illness/injury that
occurs throughout the working year per procedur e
established by the fire and police departnents.

Sick | eave, as prescribed by state |aw, which exceeds the

prescri bed departnmental limts shall be granted only by the
chief of the departnent upon receipt of proper nedica
document ation. Leaves of absence for illness/injury which
occur while performng his/her normal duties shall be

establi shed by the appointing authority.
D. GENERAL

1. A leave of absence is the neans by which the
appointing authority can permt an enployee to be
temporarily absent from work w thout term nating
enpl oynent. A | eave of absence nust be requested in
advance unless conditions make an advance request

I npossi bl e. If a leave of absence has not been
requested at the end of one twenty-four hour day of
absence from schedul ed work, the enmployee will be
considered a voluntary quit as of the I|ast day
wor ked and di sciplinary action will be taken.

2. Enpl oyees may request extensions to approved | eaves
of absence. Such approvals, however, will be at the

di scretion of the fire or police chief based upon
consi deration of individual circunstances, and in
coordination with the enpl oyee's departnent.

3. An enpl oyee who applies for and receives a | eave of
absence through false pretenses will be subject to
di sciplinary action up to and including discharge.

4. Failure to report to work from an approved | eave of
absence wi t hout pay or extension thereof will result

in the termnation of the enployee as a "Qit"
effective the last day of such | eave of absence or
extensi on thereto.

E. LEAVES OF ABSENCE

1. A | eave of absence can be granted by the chief of
police or the chief of the fire department for the
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foll ow ng reasons:

Depart ment request

Educati onal (departnent relative)

Per sonal busi ness (approved by the civi
servi ce board al so)

Called to active duty from Reserves

Mlitary induction

Maternity.

oo

0D Q

The chief of the fire or police departnments shall
aut horize paynent to the enployee for |[|eave of
absence for acceptabl e reasons.

The chief of the fire or police departnents shall
establish a procedure to insure that pay for |eave
of absence is adm nistered fairly and uniformy.

Paynment for | eave of absence shall be classified as
fol | ows:

a. LEAVE ABSENCE - ACTIVE STATUS W TH PAY: An
aut horized absence with pay for an enployee
shall be determned by the chief of the
departnment. The enpl oyee remains on the active
personnel records and all enployee benefits
conti nue.

b. LEAVE OF ABSENCE - ACTIVE STATUS W THOUT PAY:
An authorized absence wthout pay for an
enpl oyee for a period of seven or nore cal endar
days. The enployee remains on the active
personnel records and continues as part of the

active work force. Al'l  enmpl oyee benefits
conti nue.
C. LEAVE OF ABSENCE - I NACTIVE STATUS: An

aut hori zed absence without pay for an
i ndefinite period of seven or nore regularly
schedul ed work days, usually of long duration,

from which return of the enployee is
anti ci pat ed. The enployee is removed from
active personnel and payroll records and

enpl oyee benefits are discontinued.

Sick leave is applicable to maternity clains.
Maternity | eave commences when a doctor certifies
that the enployee cannot performall of the duties
of her position and |ight duty wthin her
classification is not avail able

PROCESSI NG LEAVES OF ABSENCE
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Process | eaves of absence with or wthout pay as
foll ows:

a. Prepare a personnel action form stating the
follow ng information:

REASON FOR THE LEAVE OF ABSENCE
DURATI ON OF THE LEAVE
START AND ENDI NG OF THE LEAVE

b. Personnel action form shall be authorized by
the chief of the fire or police departnents.

C. The personnel action formshall be sent to the
civil service board for approval.

RETURN FROM LEAVES OF ABSENCE

The enployee's departnment must initiate the
personnel action formwhen the enpl oyee returns from
a | eave of absence.

a. On nmedical related |eaves of absence, obtain
city nedical cl earance before initiating
personnel action form

b. Conpl ete the personnel action form bl ocks and
obtain approval of the enployee' s department
chi ef.

If the absence was caused by an injury, surgery, or
sickness that required hospitalization of the
enpl oyee, or any sickness requiring absence for
three (3) consecutive work days (police) or three
(3) consecutive shifts (fire - 24 hr./shift), the

enployee is to report to the <city nmedical
departnment. (This |eave due to injury, surgery, or
si ckness shal | be gr ant ed only after al |

departnmental sick | eave tinme has been expended.)

When the enployee returns from city nmedical
departnment, the injury and nedical report is to be
filed in the enployee's departnental folder.

The enpl oyee change notice (personnel action form
reinstating the enpl oyee froma | eave of absence is
retained in the enployee's departnental folder.

If the enployee does not return to work by the
schedul ed date, the enployee's departnent is to
prepare a personnel action form for term nation or
t he request an extension of the | eave of absence.
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H. SPECI FI CS FOR GRANTI NG LEAVES OF ABSENCE

1.

Accident, Illness or Pregnancy

a. A |leave of absence wll be granted to an
enpl oyee for the period of di sability,
resulting from an accident or illness,

commenci ng on the ninth day of such disability,
for a period of not to exceed the provisions of
the applicable state | aws. Leaves of absence
that are granted for periods of disability
shall not exceed one (1) year

The period of disability will begin as of the
date that the enployee is disabled and cannot
work and will extend until the enployee's
attendi ng physician certifies that the enpl oyee
i's no | onger disabled and can return to work.

An enpl oyee returning from an accident or
i1l ness | eave of absence nust be cleared by the
city nedical departnment prior to returning to
wor K.

Length of continuous service will continue to
accrue during the period of active |eave of
absence. An enployee returning to work at the
end of such | eave of absence will be reinstated
to their former position.

Educati onal

a.

A | eave of absence may be granted an enpl oyee
who attends on a full-tinme basis an institution

of hi gher | earning to pursue a course
acceptable to the departnent and civil service
board. Such | eave of absence will be granted

for a period not to exceed one (1) year with
provi sions for extensions for up to three (3)
years.

Per sonal Reasons

a.

A leave of absence may be granted to an
enpl oyee for personal reasons. A request for
such a | eave of absence nust be acconpani ed by
a reasonabl e evidence that a | eave i s necessary
and nust be approved by the requesting
enpl oyee's departnment chief.

A | eave of absence for personal reasons will be

granted or denied solely at the discretion of
the civil service board.
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C. Leaves of absence not exceeding two (2) nonths,
granted for personal reasons, wll be active
status - without pay. Leaves of absence
exceeding two (2) nonths, granted for personal
reasons, will be jnactive status.

Jury Duty

a. The chief of each departnment shall establish a
policy regarding the absence from work due to
mandat ory jury duties. This policy shall be
approved by the civil service.

Gener al

a. A |l eave of absence, as used in this standard
procedure nmeans " a continuous absence of seven
(7) days."

b. An application for a |eave of absence, or

ext ension thereof, nust be made in writing by
t he enployee with the reasons for the request
stated. Medically orientated | eaves of absence
and extensions nust be supported in witing by

the enployee's attending physician. These
| eaves of absence will be subject to check by
t he medical departnment. If the |eave or
extension is approved, the enployee wll be
notifi ed.

C. Enpl oyees returning froml eaves of absence as a
result of extended ill ness, injury, or

maternity nmust pass a physical exam nation
provided by the city nedical departnent and
provi de a doctor's statenment (where applicable)

before they will be permtted to begin work.

d. Leaves of absence shall be subject to
verification by the city and civil service
board. Any |eave of absence obtained through
false pretenses shall be invalid and the
enpl oyee's absence shall be recorded as

unaut hori zed. Such fraudul ent absence shall be
consi dered as cause for disciplinary action up
to and including discharge, if the appointing
authority believes warranted.

Annual Vacati on

(R S. 33:1996) Fire Departnment, 18 cal endar days/ pay
after 1 year continuous service.*

(R S 33:2214) Police Departnent, 15 working
days/pay after 1 year continuous service.**
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After 10 years of service, one cal endar day shall be
added to the vacation time for each year of service,
until 30 cal endar days has been obtai ned.

After 10 years of service, 20 working days/ pay.
After 20 years of service, 25 working days/ pay.

Thi s change of vacation shall be effective on January 1,

1980.
dat e.

a.

No retroactive pay shall be incurred prior to this

The police and fire department shall establish
procedures for granting annual vacation based upon
the follow ng rules:

1. Al'l enployees who are to be granted annual
vacation under this section nust have per manent
st at us.

2. Vacation shall be based upon a cal endar year

unl ess another year is nmutually approved by the
departnment and the civil service board.

3. Vacation shall be granted upon the seniority
system based upon shift preference.

4. Substitute appointed enployees hired for

vacation relief shall be enployed for one
enpl oyee's vacation period at a time. A
personnel action form wll be issued wth

substitute appointnent stating the period of
vacation relief and the person who is on
vacati on.

5. The fire and police departments shall submt a
tentative vacation schedule for the forthcom ng
year to the civil service board one nonth after
t he begi nning of the cal endar year.
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RULES FOR KENNER
MUNI CI PAL FIRE & POLI CE Cl VIL SERVI CE

1.0 PURPGCSE: The purpose of this procedure is to establish

rules for organization of the KENNER CIVIL
SERVI CE BOARD

2.0 GENERAL RULES:

2.

1

The nenmbers of the Board shall neet and organi ze by
el ecting one of its nmenbers chairman. 1In case of a
vacancy in the office of chairman, the Board shal
el ect a new chai rman

The nenmbers of the Board shall neet and organi ze by

el ecting one of its nenbers vice-chairman. The
vice-chairman will assune the duties of the chairnman
in his absence. |In case of a vacancy in the office
of vice-chairman, the Board shall elect a new

vi ce-chai r man.

The Board shall neet for the transaction of any
civil service business at such place and ti me as nay
be specified by resolution of the Board and at such
ot her place and tinme as nay be fixed by the chairnman
who, when he calls a neeting, shall have tinely
notices of such neeting conveyed to the other
menmbers of the Board.

The Board shall not be bound by rules or order

evi dence, or procedure inits neetings, hearings, or
i nvestigations except such as it nmay itself
est abl i sh.

All neetings and hearings shall be open to the
publ i c except executive sessions.

The Board shall hold executive sessions upon a 2/3
vote by Board nenbers. Executive session are to be
attended only by Board nenbers, the secretary, the
state exam ner, and other invited at the pleasure of
t he Board.

When a rule is to be adopted, revised and/or
abolished then due notice shall be given for a
publ i c heari ng. Al'l other neetings and executive
sessions shall require due notice as required by the
amendnent and specified by these rules.

Four nenmbers shall constitute a quorum

Each Board nenber shall vote on each question and
the concurring vote of any three nmenbers shall be
sufficient for the decision of all matters to be
decided or transacted. Absence votes are not
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perm ssi bl e.

The

secretary of the board shall keep adequate

recprds and mnutes of its business and official
actions.

It shall be the duty of the Board:

(a)

(b)

(¢)

(d)

(e)

(f)

(9)

(h)

To represent the public interest in matters of

personnel adm nistrationin the fire and police
servi ces.

Advi se and assist the governing body, myor
conm ssi oner of public safety, and the chiefs
of the fire and police departnents, wth
reference to the establishment, maintenance and
I npr ovenment of per sonnel st andar ds and
adm nistration inthe fire and police services,
and the classified system

To conduct investigations on its own notion, or
t he application of any interested party, hold
public hearings whenever there is reason to
believe the amendnent or rules are being
vi ol ated or has been violated by any person or
departnment and to issue appropriate orders in
such cases.

Advi se and assi st enployees in the classified
services with reference to the maintenance,
i mprovenent and adm nistration of personnel
matters related to any individual or group of
enpl oyees.

Hear and pass upon matters which the mayor,
conm ssi oner of public safety, the chiefs of
the departnments and the state exam ner or
muni ci pal fire and police civil service bring
before it.

Make, alter, anend and pronulgate rules and
ot herwise provide for the establishnment,
mai nt enance, and i nprovenment of a civil service
system in the departnents of muni ci pal
government which by terns of the anendnent are
under the jurisdiction of the board.

To hear appeals from enpl oyees and ot hers who
claim their rights wunder these rules and
amendnment s.

Adopt and maintain a classification plan. And

allocate new positions and reallocate all
posi tions when warranted by a change in duties

KN 04-28-97



Rul es page 3 of 22

or a change in classification plan.

(i) Make reports to the governi ng body, either upon
its own nmotion or upon official request,
regardi ng general or speci al matters  of
personnel adm nistration in and for the | ocal
fire and police services, or with reference to
any appropriation mde by the governing body
for the expenses incidental to the operation of
t he board.

2.12 Anendnents to the rules shall be approved by the
board only after giving due notice and after hol di ng
a public hearing. Such anmendnents shall becone
effective wupon adoption by the board unless
ot herwi se specifically provided.

DUTI ES OF THE CHAI RMAN:

3.1 The chairman i s enpowered to act between neetings of
t he board on routine matters and any such action of
the chairman shall be reported to the board at its
next regular neeting and unless approved by the
board at such neeting shall term nate.

3.2 The chairman shall call a regular neeting at |east
once within each quarterly period of each cal endar
year.

3.3 The chairman shall call additional nmeeting, and

executive sessions after due notice, upon the
request of any two board nmenmbers or upon its own

initiative.

3.4 The chairman shall sign and cause all due notice to
be given as required by the anmendment and these
rul es.

3.5 The chai rman, subject to subsequent approval of the

board shall allocate each position in the classified
service to its appropriate class and reall ocate each
position to correct an error in its previous
al l ocation or because of a change in duties and
responsibilities.

CONDUCT OF HEARI NGS:

1.0 PURPGCSE: The purpose of this Civil Service Procedure is

to establish guidelines for the conduct of
Publ i ¢ Heari ngs.

2.0 GENERAL GUI DELI NES:
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Time and place of all hearing shall be established
by the Chairman of the Board. Menbers and affected
parties shall be notified by the Secretary (witten
or verbal)

A quorum is required at all hearings. A quorum
constitutes four nmenbers. AlIl notions, in order to
pass, must have three favorable votes (other-w se,
the motion fails)

Al l hearings shall have an informal format with all
members taking an active part in the informtion
gathering activities

Al l nmembers shall remain open and unbi ased in order
that a full extent of the Louisiana Civil Service
Law i s uphel d

The Board shall subpoena all w tnesses requested by
t he Appointing Authority and/or the nmenbers of the
classified service

The Board is responsi ble to determ ne whet her or not
any personnel action was done with just cause and
with good faith

Appeal s to the Board: An appeal may be made to the
Board by:

(a) Any person in the classified service who
al l eges that he or she has been discrimnated
agai nst or subjected to any discrimnatory
action for political or religious reasons or
because of this political or religious opinion
or affiliations.

(b) Any person in the classified service who,
havi ng acqui red permanent civil service status,
all eges that he has been denoted, dism ssed,
di scrim nated against, or subjected to any
corrective or disciplinary action contrary to
any provision of the Anendment or of the Rul es
of this Board.

(c) Any person in the classified service who
al | eges that he has been deprived of any right,
di scrim nated agai nst or adversely affected by
the violation of any provision of the Arendnent
of any Rule of this Board

(d) Any person who alleges that he has been
di scrimnated against by the allocation or
real |l ocation of a position to a class, or by
the Classification Plan or any change thereof.
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(e) Any person who shall have applied for or been
exam ned for the classified service, wthout
havi ng acquired permanent status therein, and
who al l eges discrimnation in the review of his
application, admssion to an exam nation,
scoring of an exam nation, the establishment of
an eligibility list, or certification
t herefrom

(f) Any person expressly granted the right to
appeal to this Board by Anmendnent or by any
Rul e of the Board.

Request for Appeal:

An appeal shall be applied for by witten notice
giving a clear and concise statenent of the action
conpl ai ned against, with the date it occurred or
t hat appellant |earned thereof, the basis of the
appeal, and the relief sought. It nust be signed by
t he appellant or his counsel and nmust give the full
name and post office address of the appellant and of
his counsel, if any.

Del ay for Making Appeal:

2.9.1 No appeal shall be effective unless notice
there of is filed with the Board or its
secretary within fifteen (15) days
following the action conpl ained against,
or within fifteen (15) days follow ng
appel lant's know edge thereof, or where
written notice is given of an action to be
t hereafter effective, within the fifteen
(15) days follow ng the date on which such
notice is given.

2.9.2 The Chairman shall cause the date of
filing to be noted on each notice of
appeal . An appeal shall be docketed in

the order filed.
Summary Di sm ssal of Appeal:

Wthin ten (10) days after the docketing of an
appeal a witten request for its summary di sm ssal
may be filed by the Authority or person against
whose action the appeal has been taken, on any of
the follow ng grounds, provided no controversy is
I nvol ved in the question:

(a) That the Board |lacks jurisdiction of the
subject matter.
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(b) That the appellant has no legal right to an
appeal .

(c) That the appeal has not been made in the manner
prescribe or within the tinme fixed by these
rul es.

(d) That a decision on the mnmerits would be

I nef f ect ual .

Al l such request my be supported by witten
argument or brief. Before filing such request
or brief service of a copy thereof on appell ant
of counsel, together with the date of such
service.

If the Board denies the request or refers it to the
merits, it may reconsider the sane at any tinme until
final disposition of the appeal.

When t he Board di sm sses an appeal sunmarily whet her
on request or otherw se, the secretary shall notify
the parties giving the findings of the Board.

An appellant may w thdraw or abandon his appeal at

any time by filing witten notice such as his
desire. The docketing of such notice shal

constitute summary and final disposition of such
appeal . The secretary shall pronptly notify all

adverse parties of such di sm ssal.
Assi gni ng Cases for Hearing:

The Board shall fix the tinme and place for the
heari ng of appeals and, as far as practicable, shall
fix themin the order in which docketed, provided
that, for good cause shown, the Board or its
Chai rman, or any menber of the Board if the Chairman
be absent or unavail able, nay upset any fixing and
may either relegate the case for refixing the foot
of the docket or give it a special assignment both
as to tine and pl ace.

Pl ace of Hearing:

Al l appeals before the Board shall be heard in a
conveni ent place, accessible to the public, unless
the interest of the Miunicipality or of any
departnment thereof, or the location of parties and
w t nesses, or the end of justice, would appear to
require that the hearing be held in any other
convenient place in the State, accessible to the
publ i c.
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Noti ce of Hearing:

The secretary shall give the enployee and the
appoi nting authority or person agai nst whose action
t he appeal has been taken a notice of the tine and
place fixed for the hearing or the taking of
testinony at |east ten (10) cal endar days prior to
the date fixed; provided, that by consent of all
parties and the Board said notice and delay may be
wai ved and the appeal may be heard or the testinmony
taken at any tine agreeable to the parties.

Cont i nuances:

(a) Appeals fixed for hearing and not reached shall
be refixed by preference over any appeal
subsequent |y docket ed.

(b) Appeals fixed for hearing nmay be continued by
consent of all parties, but shall be rel egated
to the foot of the docket for refixing. The

Board shall exercise its discretion in
determ ning whether the appellant shall be
conpensated for lost time, if his appeal be

finally sustained, for that portion of the tinme
| ost by reason of the continuance.

(c) Continuance for cause deenmed sufficient by the
Board may be granted or ordered by the Board,
wi t hout prejudice to appellant. Any case for
cause shall be specially assigned for hearing
at the earliest conveni ent date.

Procedure at Heari ng:
2.15.1 Al l hearings shall be open to the public.

2.15.2 Parties shall have the right, but shall
not be required to be represented by

counsel . Any such counsel my be duly
licensed to practice law or may be any
person inside or out side  of t he

cl assified service.

2.15.3 The burden of proof as to the facts shall
be on the plaintiff in every appeal, and
he shall be required to open the case.

2.15. 4 Each person shall take the foll owi ng oath
prior to testifying, "I , do
solemmly swear and affirm to tell the
truth, the whole truth, and nothing but
the truth so help nme God."
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Affidavits or ex-parte statenments shall
not be received except by consent of all
parties, wunless introduced to refresh
menmory or discredit a w tness.

Al'l person presenting testinmony shall be
subj ect to cross-exam nati on.

The Board may require that the parties
stipulate all undi sputed facts.

The Board may [imt corroborative
testinonial proof.

In all matters not provided for in these
Rul es, hearings and the taking of
testinony shall be conducted in any manner
acceptable to the Board.

Subpoena of W tnesses, Production of Docunents.

2.16.1

2.16. 2

2.16.3

2.16.4

The Board, and each of its nenbers, shall
have power to order the appearance of
wi tnesses and conpel the production of
books, papers pertinent to the issues
involved in any appeal, provided such
wi t nesses and such books and papers are
within the State.

Any party desiring the issuance of a
subpoena for any witness at any hearing
must apply for it in witing at |east five
(5) days before the date fixed for the
heari ng and nust give the name and address
of the witness to whomthe subpoena is to
be directed. Should a party request nore
than five (5) subpoenas to be issued, that
party, either the appellant or the
appoi nting authority, needs to provide a
written reason why nore than five (5)
subpoenas need to be issued and a witten
detail ed statenment as to what each w tness
is expected to testify to before the board
will 1ssue any subpoenas.

In lieu of the issuance and service of
formal subpoena to classified enployees
any nmenber of the Board may direct any
Appoi nting Aut hority to or der any
desi gnat ed enpl oyee under his supervision
to attend any heari ng.

Any party desiring the production of books
or papers at any hearing nust apply for an
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appropriate order in witing at |east five
days before that fixed for the hearing.
Such application nust describe the books
or papers to be produced in sufficient
detail for identification, nust give ful
name and address of the person required to
make such producti on.

(a) The appointing authority and/or
appel lant shall notify the civil service
board of all personnel by nanme in the
classified service who are involved in
personnel action wthin five (5) days
after the request for a hearing has been
granted by the civil service board.

(b) If both parties are represented by
counsel, all parties shall confer prior to
the hearing to identify those w tnesses,
by name, that shall be subpoenaed and to
review any docunents that will be sought
for introduction at the hearing.

Parties shall mark all documents for
identification, state whether any of the
parties have any objections to its
adm ssion and the grounds  of sai d
obj ecti ons, and to arrive at any

stipulation that woul d expedite the
hearing. This nmeeting is not necessary if
appellant is representing hinself.

Aut hentic copies of books, records, and
papers or other docunents in the custody
of any departnent, board or agency of the
State or any agency of the State or any
subdi vi si on of thereof which evidence with
the same effect as the originals, but if
original records are subpoenaed they nust
be produced and made available for
i nspection even though authentic copies
may be subsequently introduced.

The abuse of the privilege to require the
att endance of witnesses or the production
of books and papers shall be deened a
violation of these rules and the person
responsi ble for the abuse may or may not
be disciplined at the discretion of the
Boar d.

for Non- Appear ance.

If the appellant fails to appear at the
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pl ace and time fixed for any hearing, his
appeal may be dism ssed or the Board may
in its discretion continue the case or
proceed with the hearing and render its
deci sion upon such evidence as may be
adduced at the hearing.

2.17.2 If the authority or person agai nst whose
action the appeal has been taken fails to
appear at the place and tinme fixed for any
hearing, the Board nmay proceed with the
hearing and the appeal shall be decided
upon such evidence as nmay be adduced at
t he heari ng.

2.17.3 Not hing herein shall be construed to
prevent the Board from upsetting any
fixing upon tinmely application and for
good cause.

Consol i dati on:

When two or nore appeals involve comopn questi ons of
| aw or fact, the Board may order a joint hearing of
any or all the matters in issue in the appeals to
consol i dat ed.

Refusal to Appear, Refusal to Testify; Fal se
Testi nony:

2.19.1 Any officer or enployee in the classified
service who wilfully refuses or fails to
appear to testify or answer any question

pertinent to t he matters under
consideration shall forfeit his office or
position and shall not be eligible

t hereafter for appointment to any position
in the classified service for a period of
six (6) years.

2.19.2 Any officer or enployee required to
testify as herein authorized shall not be
subjected to any disciplinary action by
his appointing authority because of his
gi ving such testinony.

2.19.3 Any person who wilfully fails to appear in
response to a subpoena or to answer any
questions or produce any books or papers
pertinent to any hearing before the Board
or a referee, or who know ngly gives fal se
testinmony therein shall be subject to the
penalties provided in the Articles XV,
Section 15.1 of the Constitution of the
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St ate.
Cost of Appeal s:

The Board may, in its discretion, order the costs of
any hearing or appeal, or any portion of such cost
of recording and transcribing testinony, to be paid
by or charged to the Departnent agai nst whose action
the appeal is taken or hearing granted.

Board Action on Appeal:

If the Board after any hearing orders a dism ssed or
suspended enpl oyee reinstated, it may reinstate such
enpl oyee under conditions as it deenms proper and
subject to full pay for |ost tine.

Hearing - Personnel Action

3.1

The Board shall call a hearing whenever a regular
and pernmanent enployee request a hearing resulting
froma violation of the Rules and Regul ati ons of the
Applicable Departnment or R S. 33:2500. The neeting
shall be scheduled within thirty (30) days of
written notice of appeals allowing a m ninmumof ten

(10) days notice for enployee preparation. The
Board shall verify that all appeals are tinmely
filed.

The Hearing shall be isolated to specific incident
as stated in the Personnel Action. (Tine, Place and
Per sonnel .)

All witnesses who have been subpoenaed shall be
verified by a roll call and shall be sequestered
during the hearing. Exception shall be allowed for
the Chief of the Departnent and the principal
i nvesti gator of each Departnent.

The Appointing Authority shall have the burden of
proof to show that the enployee violated the
Departnent's rules and regulations, or revised
St at ue 33: 2500.

Each wi tness shall be duly sworn by the person
sel ected by the Board.

The conduct of hearing shall be Direct and Cross
exam nation of each w tness. The Chairman of the
Board shall be responsible for the conduct of
hearing and determ nation as the applicable and
acceptability of evidence to be presented.
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4.0 Hearing - Discrimnation

4.1 The Civil Service Board shall call a hearing
whenever a regular and permanent enpl oyee states to
the Board in witing that discrimnation has been
commtted by the Appointing Authority. The enpl oyee
is responsible for stating tinme and dates when the
di scrim nation occurred. (Statue 33:2489, 33:2471)

4.2 Hearing for discrimnation shall be informl and
shal |l introduce all evidence required to insure that
the enployee's City, State and Federal rights have
not been vi ol at ed.

*In order to run an orderly civil service board neeting, the
board will not tolerate any type of disorderly conduct such as
speaki ng out fromthe audi ence, being | oud, boisterous, any type
of interruption fromthe audience during a hearing or any type

of action that may seemunruly. This action will be deci ded by
t he board.

*Any civil service enployees that conduct thenselves in a
di sorderly fashion will be called up by name by the chairman or
any other menber in charge of the hearing, and he will be asked
to conduct hinmself in an orderly manner. |If he should continue
to disrupt the neeting, he will then be asked to |eave the

prem ses and to return at a later date for the board to
i nvestigate the possibility of disciplinary action to be taken
by the board. This investigation will be held within ten (10)
days, at which time the board will decide what course of action
will be taken.

GOVERNI NG PERSONNEL ACTI ON DI RECTED BY THE APPO NTI NG AUTHORI TY:

1.0 PURPGCSE: This procedure governs the action to be taken
by the Kenner Civil Service Board regarding the
adm ni stration of Personnel Actions directed by
t he Appointing Authority.

2.0 Procedure:

2.1 Al l Personnel Action shall be signed by the Chairnan
of the Board with a majority consent of the nenbers.

2.2 Per sonnel Acti on forns shal | be pr epar ed
i ndividually for each person and each incident.
Mul ti ple violation of Appointing Authority rul es and
regul ation, Civil Service Laws, City, State, or
Federal Laws that occur during an incident, nmay be
cited collectively or separately.

2.3 Di sciplinary Actions: Di sciplinary actions are
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denoti on, suspension, and di sm ssal

2.3.1 Personnel Action form shall state the:
(a) Person Involved
(b) Date and tine of alleged violation

(c) The violation

(d) Date the action was taken

2.3.2 The Civil Service Board shall notify the
person i nvol ved upon signing the personnel
action forms of his or her rights.

2.3.3 The Civil Service Board shall conduct a
hearing regarding the Personnel Action
either by a mgjority vote of the Board or
by request for by the affected individual.

The Board recognizes the following mlestones that nust be
followed by the Appointing Authority prior to submtting a
Di sciplinary Action type Personnel Action Form

ON THE JOB OCCURRENCES:

(a) The Appointing Authority shall notify the enployee
t hat a personnel action is being taken. Notify the
enpl oyee of tinme and place that the violation if the
occurrence was knowi ngly done to the Appointing
Aut hority.

(b) The Appointing Authority shall take action pronptly
after the investigation of the incident is conplete.
After the investigation is conplete the Appointing
Aut hority shall submt a Personnel Action during
Fifteen (15) days.

PUBLI C COMPLAI NTS:

(c) The Appointing Authority may investigate all public
conplaints against a menber of +the Classified
Service wi thout notification. The Board does not
recognize a time limt on such investigation.

(d) | f possible the Appointing Authority shall obtain a
written statenent from the enpl oyee concerning the
vi ol ati on.

(e) Establish a nanual consi sting of Rul es and
Regul ations of the Departnment (Fire or Police).
These rules and regulations shall be general in

nature and cover the conpl ete operation and conduct
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necessary for a functional departnment. Appointing
Authority will rmake the manual available to each
classified enployee and all wupdates shall be

distributed to each classified enployee in a tinely
manner .

Specific order required within the Departnment shall
be controlled by the Fire and Police Departnent.
The Board recogni zes the practice that: In order to
performthe job properly each individual nust obtain
t he "word" describing the job function.

Resi gnati on:

2.4.1 Per sonnel Acti on forns concerni ng
resignation shall contain:

(a) A witten notification of Resignation.
(Personnel who term nates enploynent in
the classified service wthout witten
noti ce of resignation shall be considered
as dismssed and the personnel action
shall be nodified to so state.)

2.4.1 The Board shall mai ntain a copy of
per sonnel action, written resignation
noti ce and jacket on file for a m ni num of
six (6) years. (R S. 44:36)

Provi si onal and substitute Appointnments:

2.5.1 Al'l Personnel Action form for either a
Pr ovi si onal or substitute appointnment
shall be approved by a mpjority vote of
t he Board.

2.5.1. It shall be the duty of the Board to
verify that the Provisional or Substitute
Appoi ntment i s proper.

Probati onal Appoi nt ment:

2.6.1 The Board shall verify that Probational
Appoi ntments are proper and that eligible
persons are appointed to the classified
service.

2.6.2 The Board shall verify that Probational
enpl oyees are nmade pernmanent enployees
after the working test period.

Leave of Absences:

2.7.1 Al l personnel action forms for |eave of
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absence shall be approved by a majority
vote of the Board.

2.7.2 Al'l request for Leave of Absence shall
neet the requirements of Civil Service
Law.

POLI TI CAL | NVOLVEMENT
1.0 DEFI NI TI ON:

1.1 Political Activities is defined as any assistance
given to a Political Oficial either in office or
prior to or during Political Canpaign.

1.2 Political Official is any person proposing to
actively engaged in a canpai gn or hol ding an el ected
office in the City of Kenner, Jefferson Parish,
State of Louisiana and the United States Government.

2.0 ACTIVITIES:

2.1 Active Menber: No nenmber of the Civil Service Board
shall engage in the followi ng Political Activities:

2.1.1 Provi ded personal or financial support to
a political candidate or an elected
of ficial.

2.1.2 Provi de space within any properties for

di splay of any political advertisenent.*

2.1.3 At t endance of Political Canpai gn
gat herings unless previously approved by
t he Board. Att endance of said Canpaign
gathering will be for the sole purpose to
obtain personal information on the issues
of particular political individual.

2.2 Proposed Menmbers: Proposed nenbers shall neet the
requi rements of no Political Activities six (6)
nonths prior to acceptance of menbership on the
Board as stated in the State Civil Service Laws.

3.0 REGULATION OF POLITI CAL ACTI VI TI ES:

3.1.1 The Civil Service Board shall conduct a public
hearing to deterni ne whether or not a menber of the
Board has conplied with +the extend of this
procedure, or the State Civil Service Laws.

3.2 Prospective Menber:
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3.2.1 Prior to acceptance to the Board, the
prospective nmenber shall sign a disclainer
stating that he/she has not been invol ved
in any political activities for six (6)
nont hs prior to being sworn in as a nmenber
of the Board.

Space is defined as Bunper Stickers, Yard Signs on any

properties owned by the Menber, House for political
gat herings, etc.

LEAVES OF ABSENCE

(St andard Procedure)

PURPOSE

The purpose of this standard procedure is to establish the
criteria for granting | eaves of absence within the police
and fire departnents and how | eaves of absence are to be
processed.

AUTHORI TY

Section 15.1 of Article XIV of the Constitution of 1952 of
the State of Louisiana, Section 15.1.27, page 28. Chi ef
must have first and initial justification for the | eave of
absence.

DEFI NI TI ONS
Work days are defined as for each departnent:

FI RE DEPARTMENT: Shall be established by the fire chief

based upon the tour of duty of each job classification. 1In
general, a work day shall be based upon twenty-four hours
per day and forty-eight hours per week.* For fire

suppression and other departnment personnel, an eight (8)
hour shift/day and forty (40) hours per week.

*Forty-eight (48) hours is an average of time worked per
week on a 24 - 48 hour basis.

POLI CE DEPARTMENT: Work day is one eight (8) hour shift

per day and forty (40) hours (5 days) per week according to
shift assignnments.

S| CKNESS: Sickness is illness to the enployee that
precl udes that enpl oyee fromperform ng his or her duties.
Sickness is also defined as that condition whereby nmenbers
of the immediate famly are hospitalized or subject to a
serious illness and the presence of the enployee is
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required during the hospitalization or to assist the

patient during this illness. The requirement for the
enpl oyee to be present nust be verified by the attending
physi ci an.

| NJURY: Damage or trauma which is sustained both on and
of f duty.

SICK LEAVE: (R S. 33:1995 & 33:2214) An enpl oyee shall be
granted sick leave for the normal illness/injury that
occurs throughout the working year per procedur e
established by the fire and police departnents.

Sick | eave, as prescribed by state |aw, which exceeds the

prescri bed departnmental limts shall be granted only by the
chief of the departnent upon receipt of proper nedica
document ation. Leaves of absence for illness/injury which
occur while performng his/her normal duties shall be

establi shed by the appointing authority.
D. GENERAL

1. A leave of absence is the neans by which the
appointing authority can permt an enployee to be
temporarily absent from work w thout term nating
enpl oynent. A | eave of absence nust be requested in
advance unless conditions make an advance request

I npossi bl e. If a leave of absence has not been
requested at the end of one twenty-four hour day of
absence from schedul ed work, the enmployee will be
considered a voluntary quit as of the I|ast day
wor ked and di sciplinary action will be taken.

2. Enpl oyees may request extensions to approved | eaves
of absence. Such approvals, however, will be at the

di scretion of the fire or police chief based upon
consi deration of individual circunstances, and in
coordination with the enpl oyee's departnent.

3. An enpl oyee who applies for and receives a | eave of
absence through false pretenses will be subject to
di sciplinary action up to and including discharge.

4. Failure to report to work from an approved | eave of
absence wi t hout pay or extension thereof will result

in the termnation of the enployee as a "Qit"
effective the last day of such | eave of absence or
extensi on thereto.

E. LEAVES OF ABSENCE

1. A | eave of absence can be granted by the chief of
police or the chief of the fire department for the
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foll ow ng reasons:

Depart ment request

Educati onal (departnent relative)

Per sonal busi ness (approved by the civi
servi ce board al so)

Called to active duty from Reserves

Mlitary induction

Maternity.

oo

0D Q

The chief of the fire or police departnments shall
aut horize paynent to the enployee for |[|eave of
absence for acceptabl e reasons.

The chief of the fire or police departnents shall
establish a procedure to insure that pay for |eave
of absence is adm nistered fairly and uniformy.

Paynment for | eave of absence shall be classified as
fol | ows:

a. LEAVE ABSENCE - ACTIVE STATUS W TH PAY: An
aut horized absence with pay for an enployee
shall be determned by the chief of the
departnment. The enpl oyee remains on the active
personnel records and all enployee benefits
conti nue.

b. LEAVE OF ABSENCE - ACTIVE STATUS W THOUT PAY:
An authorized absence wthout pay for an
enpl oyee for a period of seven or nore cal endar
days. The enployee remains on the active
personnel records and continues as part of the

active work force. Al'l  enmpl oyee benefits
conti nue.
C. LEAVE OF ABSENCE - I NACTIVE STATUS: An

aut hori zed absence without pay for an
i ndefinite period of seven or nore regularly
schedul ed work days, usually of long duration,

from which return of the enployee is
anti ci pat ed. The enployee is removed from
active personnel and payroll records and

enpl oyee benefits are discontinued.

Sick leave is applicable to maternity clains.
Maternity | eave commences when a doctor certifies
that the enployee cannot performall of the duties
of her position and |ight duty wthin her
classification is not avail able

PROCESSI NG LEAVES OF ABSENCE
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Process | eaves of absence with or wthout pay as
foll ows:

a. Prepare a personnel action form stating the
follow ng information:

REASON FOR THE LEAVE OF ABSENCE
DURATI ON OF THE LEAVE
START AND ENDI NG OF THE LEAVE

b. Personnel action form shall be authorized by
the chief of the fire or police departnents.

C. The personnel action formshall be sent to the
civil service board for approval.

RETURN FROM LEAVES OF ABSENCE

The enployee's departnment must initiate the
personnel action formwhen the enpl oyee returns from
a | eave of absence.

a. On nmedical related |eaves of absence, obtain
city nedical cl earance before initiating
personnel action form

b. Conpl ete the personnel action form bl ocks and
obtain approval of the enployee' s department
chi ef.

If the absence was caused by an injury, surgery, or
sickness that required hospitalization of the
enpl oyee, or any sickness requiring absence for
three (3) consecutive work days (police) or three
(3) consecutive shifts (fire - 24 hr./shift), the

enployee is to report to the <city nmedical
departnment. (This |eave due to injury, surgery, or
si ckness shal | be gr ant ed only after al |

departnmental sick | eave tinme has been expended.)

When the enployee returns from city nmedical
departnment, the injury and nedical report is to be
filed in the enployee's departnental folder.

The enpl oyee change notice (personnel action form
reinstating the enpl oyee froma | eave of absence is
retained in the enployee's departnental folder.

If the enployee does not return to work by the
schedul ed date, the enployee's departnent is to
prepare a personnel action form for term nation or
t he request an extension of the | eave of absence.
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H. SPECI FI CS FOR GRANTI NG LEAVES OF ABSENCE

1.

Accident, Illness or Pregnancy

a. A |leave of absence wll be granted to an
enpl oyee for the period of di sability,
resulting from an accident or illness,

commenci ng on the ninth day of such disability,
for a period of not to exceed the provisions of
the applicable state | aws. Leaves of absence
that are granted for periods of disability
shall not exceed one (1) year

The period of disability will begin as of the
date that the enployee is disabled and cannot
work and will extend until the enployee's
attendi ng physician certifies that the enpl oyee
i's no | onger disabled and can return to work.

An enpl oyee returning from an accident or
i1l ness | eave of absence nust be cleared by the
city nedical departnment prior to returning to
wor K.

Length of continuous service will continue to
accrue during the period of active |eave of
absence. An enployee returning to work at the
end of such | eave of absence will be reinstated
to their former position.

Educati onal

a.

A | eave of absence may be granted an enpl oyee
who attends on a full-tinme basis an institution

of hi gher | earning to pursue a course
acceptable to the departnent and civil service
board. Such | eave of absence will be granted

for a period not to exceed one (1) year with
provi sions for extensions for up to three (3)
years.

Per sonal Reasons

a.

A leave of absence may be granted to an
enpl oyee for personal reasons. A request for
such a | eave of absence nust be acconpani ed by
a reasonabl e evidence that a | eave i s necessary
and nust be approved by the requesting
enpl oyee's departnment chief.

A | eave of absence for personal reasons will be

granted or denied solely at the discretion of
the civil service board.
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C. Leaves of absence not exceeding two (2) nonths,
granted for personal reasons, wll be active
status - without pay. Leaves of absence
exceeding two (2) nonths, granted for personal
reasons, will be jnactive status.

Jury Duty

a. The chief of each departnment shall establish a
policy regarding the absence from work due to
mandat ory jury duties. This policy shall be
approved by the civil service.

Gener al

a. A |l eave of absence, as used in this standard
procedure nmeans " a continuous absence of seven
(7) days."

b. An application for a |eave of absence, or

ext ension thereof, nust be made in writing by
t he enployee with the reasons for the request
stated. Medically orientated | eaves of absence
and extensions nust be supported in witing by

the enployee's attending physician. These
| eaves of absence will be subject to check by
t he medical departnment. If the |eave or
extension is approved, the enployee wll be
notifi ed.

C. Enpl oyees returning froml eaves of absence as a
result of extended ill ness, injury, or

maternity nmust pass a physical exam nation
provided by the city nedical departnent and
provi de a doctor's statenment (where applicable)

before they will be permtted to begin work.

d. Leaves of absence shall be subject to
verification by the city and civil service
board. Any |eave of absence obtained through
false pretenses shall be invalid and the
enpl oyee's absence shall be recorded as

unaut hori zed. Such fraudul ent absence shall be
consi dered as cause for disciplinary action up
to and including discharge, if the appointing
authority believes warranted.

Annual Vacati on

(R S. 33:1996) Fire Departnment, 18 cal endar days/ pay
after 1 year continuous service.*

(R S 33:2214) Police Departnent, 15 working
days/pay after 1 year continuous service.**
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After 10 years of service, one cal endar day shall be
added to the vacation time for each year of service,
until 30 cal endar days has been obtai ned.

After 10 years of service, 20 working days/ pay.
After 20 years of service, 25 working days/ pay.

Thi s change of vacation shall be effective on January 1,

1980.
dat e.

a.

No retroactive pay shall be incurred prior to this

The police and fire department shall establish
procedures for granting annual vacation based upon
the follow ng rules:

1. Al'l enployees who are to be granted annual
vacation under this section nust have per manent
st at us.

2. Vacation shall be based upon a cal endar year

unl ess another year is nmutually approved by the
departnment and the civil service board.

3. Vacation shall be granted upon the seniority
system based upon shift preference.

4. Substitute appointed enployees hired for

vacation relief shall be enployed for one
enpl oyee's vacation period at a time. A
personnel action form wll be issued wth

substitute appointnent stating the period of
vacation relief and the person who is on
vacati on.

5. The fire and police departments shall submt a
tentative vacation schedule for the forthcom ng
year to the civil service board one nonth after
t he begi nning of the cal endar year.
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